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PREFACE: WHO IS THIS MANUAL FOR AND WHAT IS IT ALL ABOUT? 



This book is for community leaders, librarians, library committees, volunteers, aid 
workers and others who are interested in the practical aspect of starting and maintaining 
a successful library. Throughout the developing world, countless dedicated people 
respond to the pressing need for information in their communities by helping to start a 
library. They often have no formal training in library science and overcome enormous 
difficulties to establish collections of resources that enrich their communities. This book 
is a practical guide to help communities meet the challenges of setting up and running 
a library. It was inspired by my own experiences setting up a library with a community 
in West Africa and shaped by letters from hundreds of other aid workers and community 
librarians from around the globe. First-hand experience with the frustrations, challenges 
and rewards of setting up a library has given me a deep sense of respect for and solidarity 
with community librarians facing similar challenges. Like many of them, I am not a 
librarian by training and had to be very resourceful in seeking help and advice, which I 
have been fortunate to receive from many people and organisations. 

This book was made possible by funding from the UNESCO Network of Associated 
Libraries (UNAL), which is dedicated to promoting international co-operation and 
understanding between libraries (see the Resource Guide at the back of this book for 
more information about UNAL). I would like to thank Joie Springer at UNAL for 
her invaluable help during this project. The book was written at the World Library 
Partnership (WLP) headquarters with much support and guidance from the board of 
directors. I would like to give special thanks to WLP President Peggy Hull for reviewing 
several versions of the manuscript. 

To ensure that the information in this book has the widest possible relevance, it has 
been reviewed and field tested in eleven countries. I would like to thank the following 
reviewers for their insightful comments: Dr. Kingo Mchombu of the University of 
Namibia, Margaret Myers, U.S. Peace Corps Volunteer working with the National Library 
Service of Botswana, Carol Priestley of INASP (see the bibliography) and various staff 
at the UNESCO Division of Information and Informatics. I also want to express my 
sincere gratitude to Gail Wadsworth for her ongoing mentoring throughout this and many 
other projects. Her extensive comments in red ink helped me to develop many of the 
book’s finer points. The following field testers provided critical feedback from the book’s 
target audience: Midekeasa Degaga, Christopher Lrederick, Sister Trances Kersjes, 
Roberta Overman, Pheny Birungi and Sam Werberger. I would also like to thank Norbert 
Adewuho for the honour of working with him on the Yikpa Community Library project. 
Linally, thank you to my husband for his loving support and skilful editing. 

HOW TO USE THIS BOOK 

The introduction to this manual focuses on specific issues that the community and 
the library founder(s) need to address before establishing a library. The second and 
third sections focus on establishing and managing a library. Each section is divided 
into several parts. There is a list of “action steps” at the end of each part summarising 
what needs to be done at each stage of planning and running a library. It is best to read 
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through the entire manual once before carrying out the action steps for each part. It 
may be helpful to set a target date for completing each action step and make a list of 
who is responsible for each task. 

At the back of this book, there is a Resource Guide listing programs that can assist 
communities, library committees and librarians to carry out the action steps and manage 
their libraries. References in the text point readers to sections of the Resource Guide that 
are particularly relevant for each part of the manual. Although most technical terms are 
explained in the text, there is a list of key words at the end of the manual immediately 
preceding the Resource Guide. 

Laura Wendell 

The World Library Partnership 
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PEACE CORPS BOOK DONATIONS POLICY 



The Peace Corps Office of Private Sector Initiatives (OPSI) is responsible for 
coordinating the acceptance of all gifts to the Peace Corps. Gift acceptance authority 
is subject to legal restrictions which limit who can solicit gifts on behalf of the Peace 
Corps. Volunteers are not authorized to solicit book donations for the Peace Corps. 
Volunteers may contact book donor organizations and discuss possible donations. 
However, if an organization wishes to make a donation to Peace Corps, rather than 
directly to the community, volunteers should contact their country director (CD) before 
any book donation takes place. The CD will contact OPSI. OPSI helps to facilitate in- 
kind donations to Peace Corps posts. OPSI coordinates with CDs, who have the authority 
to accept or reject donations. All donations to Peace Corps must support Peace Corps 
programming. OPSI facilitates the signing of an in-kind donation agreement between the 
CD and the donor. 

The Peace Corps cannot incur costs by accepting an in-kind donation. Thus, the donor 
must pay for, or arrange payment for, shipping and any customs fees associated with a 
donation. Each in-kind donation agreement stipulates this. Book donations are shipped 
to the country director. Books can only be shipped after the agreement is signed. 

Many book donors do not have in-kind donation agreements with the Peace Corps. 
Volunteers should not contact these organizations to request donations on behalf of the 
Peace Corps. Volunteers are encouraged to work with counterparts to request books 
from these organizations. Counterparts may contact these organizations on behalf of the 
local library. Shipments will be sent directly to the counterpart or other designated host 
country national. 

For additional, up-to-date information on book donations, contact the Information 
Resource Center (IRC) manager in the Peace Corps office in-country for a copy of 
Sources of Donated Books, produced by Peace Corps Information Collection and 
Exchange (ICE) for use by Peace Corps Volunteers. Request ICE publication No. RE003. 
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INTRODUCTION: DOES YOUR COMMUNITY REALLY NEED A LIBRARY? 



Those of you working in established libraries may be tempted to skip this section. 
However, if you are having problems with community support and involvement, you 
might find some good ideas here (and under Community Involvement below). This 
chapter can help you rethink your library service, and if necessary, make plans to change 
it or even shut it down. 

How can those of you who are thinking about establishing a library decide if your 
community really needs one? You can start by making a list of the information resources 
already available in your community. Your list might include newspapers, radio, 
community centres, or television. People are also great resources and your list should 
include people who provide the community with information. They could be taxi 
drivers or merchants who bring in news from other towns, nurses, pharmacists, older 
community members, extension agents, successful farmers, religious leaders, healers or 
anyone whose opinions are generally respected. Ask community members who they go 
to with questions about health, agriculture, sewing, child care or family problems. The 
answers may differ for older and younger people, men and women, and/or richer and 
poorer people. Remember that people with different educational, ethnic and religious 
backgrounds may also go to different people for help and advice. Be sure to talk 
with a variety of people to get a complete picture of the information resources in your 
community. Your community information resource list could be the first item for the 
new library! 

The next step is to find out if the information resources you have discovered are meeting 
the community’s needs. If people are generally satisfied with the information available to 
them, they may not see the point of a library. Often, however, people do want and need 
additional information that they cannot get from the existing resources. Sometimes they 
want specialised information, such as the plans for a composting latrine or a solar food 
drier, or specific information, such as the books required by an official school curriculum. 
They may also want entertaining books about other people, places and times (see the list 
of the advantages of a library below). 

Some people may want new information resources because they feel excluded from 
the existing ones. For example, women may feel excluded from learning about current 
affairs if men gather to listen to the news on the radio while women are busy preparing 
meals. Someone who cannot afford a newspaper might also feel excluded. A library 
can make information available to everyone. If there are people in your community who 
want information that they cannot currently get, then a library could be a great way to 
meet their needs. Some of these people could be children who need storybooks, literacy 
students who need basic reading material, extension agents or professionals who need 
technical information, or students and teachers who need textbooks. 

Once you have determined that people in your community want and need more 
information, the next step is to make sure that they understand what a library is, how it 
works and how it can benefit them. People who have never used a library may not know 
all the ways it could help them to get the information they need. Some people may be 
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confused about the difference between a library and a bookshop. Others may think that 
library books belong to the librarian, not the community, and/or that they can only be 
used by certain people, such as teachers or professionals. You may need to explain the 
idea of borrowing and returning books (see Making the Rules below) or other aspects of 
how the library works. 

Your first step in educating the community about the library could be to discuss it with 
some of the people it will benefit most directly, such as students, teachers, literacy classes 
and professionals. Many of them may have used a library at their school, agency or in 
another town. Those who have not may be quick to embrace the idea once you explain 
it to them. Ask them to help you promote the library by talking to parents, friends and 
colleagues about the idea. 

If your community has a development committee, or other group that handles decisions 
about what projects get done in the community, be sure to talk to them about the library 
right from the start. You will need their help. The library will compete with other 
projects for space, money, time and resources. If the people who decide how those 
resources are used do not support the library, you will have a very hard time completing 
the project. 

One good way to demonstrate what a library is and build community support for the 
project is to create a public display. Get together a few interesting books (you may even 
be able to borrow some from community members or bookshops) and display them on a 
shelf in a local shop, church, classroom or other public space. Ask the person responsible 
for that space to point out the books to people. You can post information about the 
proposed library near the books with a note to contact you for more information. When 
people ask what the books are for, explain that these are samples of books they might 
find in a library. Go on to explain that a library is a place where people can find books 
that will help them with their studies or jobs, or to read for entertainment. The books in a 
library are not for sale; they belong to the community and people either read them in the 
library or borrow them to read at home. 

After most people have had a chance to look at the books, call a meeting to get the 
community involved in planning the library. Ask several people to help you organise the 
meeting and/or share their thoughts about the project. It is important that the community 
thinks of the library as “our project” not as “your project.” Involving others right from 
the beginning is the best way to make this happen. At the meeting, start by explaining 
that the purpose of the library is to provide information and services to the community. 
Even people who have seen the books on display may still be unclear about how a library 
works. Explain that it is a place where people can read, study and research. It can also 
be a place for classes, story telling, exchanging news and other information. Librarians 
provide services such as help using the library, answers to technical questions and/or 
information about jobs, resources and education programs. Libraries can also collect and 
preserve traditional stories and knowledge. Community members may be able to borrow 
the books to make reading more convenient. You can use a skit, song, poem or puppet 
show to demonstrate how a library works. 

During your meeting, give examples of the information and services the library could 
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offer. If you have found that some people are dissatisfied with the current information 
resources in the community, or are not able to use those resources, be sure to bring that 
up. Point out that the library may be able to serve their needs by lending them books, or 
through special programs. Emphasise that a library, like a well, is a shared resource that 
benefits the whole community. Invite people to discuss how they would use the library, 
the books they would like and any concerns, questions or objections they have. 

Here are some of the advantages of a library that you might mention at the meeting: 

• The library will help students do better in school. 

• It will give literacy students books to practice reading. 

• It will bring new information and knowledge into the community. 

• It can preserve the traditions, stories, music and ideas of the community. 

• It will be a quiet place to study or hold adult education classes. 

• It will give extension workers, health care providers and other professionals technical 
information to help them do their jobs better. 

• It will be a source of entertainment. 

It may take several weeks, months or longer to explain the library to the entire 
community, but your efforts will be well rewarded. Talking with individuals and 
community groups about the library will give you the chance to build awareness and 
support for the project and identify potential obstacles and problems. Only a well- 
informed community can make a responsible decision about starting a library. Taking 
the time in the beginning to make sure that as many people as possible know about the 
project will also make it easier to publicise the library once it is open. 

If, after explaining and promoting the library, you find that there is a lot of community 
support for the project, your next step is to find out how high a priority the library is for 
the community. So many communities lack running water, health facilities, schools, 
latrines and other basic needs that many people, even the ones who really want more 
information, might prefer to spend their time working on these projects instead of a 
library. Make a list of a few projects, including the library, and ask people to rank them 
in order of importance. Different groups within the community may have different 
priorities, and it is important to get the opinions of a wide variety of people. The manual 
Participatory Analysis for Community Action (PACA) Training Manual (see bibliography) 
describes several good tools you can use to help groups reach a consensus on their 
priorities and discuss them with other groups. If most people think that other community 
projects are more important than the library, you might want to postpone the project. 
Otherwise, you may not be able to get the funds and volunteers you need. A library 
belongs to and serves the community and will only be successful with strong community 
support. 

If community support for the library is not very great or the key officials are against it, 
there may be good reasons for their concern. Compared to many other projects, libraries 
are a lot of work. Unlike a latrine, which requires only basic maintenance after it is built, 
a library requires constant upkeep. If there are no funds available to hire a librarian, 
volunteers must be recruited to run the library (see Recruiting a Librarian). They may 
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have to sacrifice other activities to do this. School officials may not want their teachers 
spending valuable time in the library. Others may fear that the library will turn people 
away from traditional information sources, such as government, religious and community 
leaders. New books must be purchased every year and the old ones repaired or people will 
quickly lose interest in the library. This may take funds away from other projects. You 
must look long and hard at these possible negative consequences of building the library. If 
you cannot find a solution to them, or encounter a lot of resistance to the project, you may 
want to consider alternatives to a traditional library. 

If you decide that creating a true library is not practical, or if you are considering shutting 
an existing library due to lack of support, what can you do? One answer is to distribute 
resources throughout the community. Since the purpose of a library is to support 
education and learning, it makes sense to put books in the hands of the people who are 
working in these fields. Instead of having a central library open to the public, you may 
want to create specialised “mini-libraries” throughout the community. For example, you 
might give health books to the head of the clinic, textbooks to teachers, religious books to 
the church, etc. You can ask a local restaurant, bar or shopkeeper if you can put the fiction 
books on a shelf for their clients to read. Emphasise that this may improve business. 
Distributing the library will at least get the books off the shelves and into the hands of a 
few people. 

Another way to bring books to the community without starting a formal library is to 
participate in a book box or mobile library program co-ordinated by a library in another 
community. In a book box program, a library lends a community a box of 50 or so books. 
The community exchanges the box periodically for a new one. In a mobile library 
program, books are brought to the community by a book cart, van, truck, bicycle or other 
form of transportation. This “mobile library” visits the community regularly to lend out 
and pick up books. Either of these programs can be a great way to get information to the 
community and promote an interest in reading without starting a formal library. 

Action steps: 

1. Find out what information resources your community already has. 

2. Find out if people are satisfied with these resources. 

3. If possible, organise a visit to another successful library. 

4. Promote the library by discussing it with community members and leaders. 

5. If desired, create a display to demonstrate how the library will benefit the community. 

6. Hold a community meeting to explain the advantages of the library and to get 
people’s reactions. 

7. Find out how high a priority the library is for community members in relation to other 
projects. 

8. Decide if you have enough community support to justify continuing with the library. 
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CREATING A LIBRARY COMMITTEE 



Once you have community support for the library, you will need to form a library 
committee to help you work out a plan. The committee should represent the people 
the library will serve. It could include teachers, students, professionals, aid workers, 
community leaders, and others who have an interest in the library. While it is good to 
have some community leaders on the committee because they add credibility to the project 
and help to get things done, be sure to also include students, mothers, elderly people and 
others whom you want to encourage to use the library. They need to have a voice on the 
committee to ensure that their needs will not be overlooked. It is also a good idea to invite 
the people who oppose the library to join the committee, or at least to attend the meetings. 
They may have valid concerns and their participation will make the project better. 

You should also consider inviting a government official to advise or serve on the 
committee. At the very least, you should be aware of the government regulations 
concerning libraries and the government agencies that could help you. If there is a local 
or regional government library service, they may be able to give you funding, training, 
books or other support, especially if you include them in your plans right from the start. 
Similarly, government agencies concerned with education and publishing may be able 
to help with resources and training. Sometimes, however, working with government 
agencies can cause delays and a loss of local control over the project. Be sure to bring 
up these concerns with any officials who get involved and request that the project use 
local labour and involve community members whenever possible. If this is not the usual 
policy, point out that community involvement will make the library more successful and 
sustainable because people are more likely to use and take care of a library they help to 
plan and build. 

Once the committee is formed, you need to decide how you want to structure it. In most 
committees, the members elect officers: president (sometimes called the chairperson), 
vice president, secretary and treasurer. The offices may be for one or more years, and one 
of your first tasks should be to decide the length of time (term) of each office. Setting 
terms makes it possible to honour people who are doing a good job by re-electing them, 
and allows people to leave office gracefully when they no longer wish to serve. It also 
ensures that the officers change regularly, which gives more people a chance to serve. 
Here are some basic “job descriptions” for the different offices: 

The President - is the chief officer of the committee. He or she runs the meetings, decides 
on the agenda and keeps order. The president should make sure that discussions keep to the 
point and that everyone has a chance to participate. He or she works with the committee to 
set policies, recruit librarians, make reports and oversee the finances of the library. 

The Vice President - takes over for the president when he or she is not there and does 
any other duties assigned by the committee. 
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The Secretary - keeps notes on what happens at all the meetings. These should include 
who was present, what was discussed and any decisions that were made. He or she 
should be able to write clearly and summarise discussions. 

The Treasurer - is responsible for the library’s finances. He or she distributes funds 
according to the decisions of the committee and should report all income or expenses to 
the committee (for more information, see Bookkeeping below). 



This committee structure is somewhat rigid, but it has the advantage of clearly defining 
responsibilities. It is helpful to have written descriptions of the different offices so 
that everyone understands their role. Your committee can adapt or expand the above 
descriptions as needed. If this committee structure doesn’t work for your community, 
you can make it more flexible by rotating who runs each meeting and who keeps notes. It 
is not recommended, however, to rotate the office of the treasurer because keeping track 
of the accounts requires consistent attention over time. If the person responsible changes 
often, confusion may result and money could be misplaced or mishandled. 

Regardless of the committee structure you choose, it is wise to have a set of written 
guidelines that describe how the committee works. Sometimes these guidelines are called 
a constitution or bylaws. Their purpose is to make sure that the committee does things in 
a consistent and fair way. Here is a list of things to consider when writing the guidelines: 

• How many people should serve on the committee? It is fine to give a general range, 
such as 12-15. 

• How will members be selected for the committee? Will the whole community elect 
them or will they be chosen by someone? Sometimes, the initial leaders of the library 
project choose or appoint the first committee members who then elect other members. 
If there are certain people you want to always be on the committee, like the librarian, 
head of the school, president of the community development committee or others, 
include that in the guidelines. 

• How will decisions be made? Will you try to reach a solution everyone agrees on (a 
consensus) or will you discuss different viewpoints and then vote? Each method has 
advantages and disadvantages. Deciding by consensus ensures that everyone agrees, 
but it may take a very long time, and in some cases, it may not be possible. Voting is 
quick, but people on the losing side may feel dissatisfied. 

• How many members of the committee need to be present at a meeting for a decision 
to be official? This number is called a quorum and it is usually at least half the 
members plus one. It is important to decide this number because you don’t want only 
one or two members to be able to make decisions for the whole committee. Pick a 
number that seems reasonable. If you require too many members to be present, you 
may never have enough to make an official decision. If you require too few to be 
present, a small group may end up making all the decisions. 
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• Under what circumstances will members be asked to leave the committee? For 
example, you might decide that people who miss three meetings in a row will be 
expelled. 

• Finally, how will changes be made to the committee guidelines? These rules are not 
meant to be absolute laws. Leaving outdated or unpractical rules in the guidelines can 
lead to arguments and confusion, so be sure to have a procedure for making changes. 

Establishing a library committee and writing the guidelines are major steps toward 

making the library a success! Having a committee ensures that the library will reflect the 

needs of the community, and writing guidelines ensures that the committee has clear rules 

for action. 

Action steps: 

1. Discuss all the different kinds of people the library will serve and how you can 
involve them in the committee. 

2. Decide how the committee will be structured and the first members selected. 

3. Form the committee. 

4. Write “job descriptions” for the officers. 

5. Write guidelines for committee action. 

6. Select the officers according to the guidelines. 



7 



SECTION ONE: HOW DO WE SET UP THE LIBRARY? 



Each of the following sections begins with an important “decision point” for the 
committee to discuss. This is followed by some ideas to help focus and guide your 
discussion. “Action steps,” like those at the end of the previous sections, summarise what 
needs to be done by the committee at each stage of setting up a library. 

INITIAL LOCATION 

Decision point: Should we start out with a new building or use an existing one? 

It is wise to start out by locating the library in an existing building. It generally takes 
at least a year to raise money, plan and construct a building. During this time, people 
may start to lose interest in the project. By starting small, you can show people how the 
library works and gain their support and confidence before expanding. Even a single 
shelf in the corner of a classroom or shop is enough to get started. Choose a place that is 
easy to find near the centre of the community. If possible, locate the library in a secure 
place (locks on doors and windows or shutters). 

Many places can be good first locations for the library. Shops and restaurants can be 
great because there is always someone around to look after the books. They also increase 
the library’s visibility in the community. A library in a storage room or office will be 
quieter and may have more room, but someone will have to take time out from other 
activities to open it, and it may be harder to publicise. If you choose to locate the library 
in a classroom, be sure to make it clear to everyone that the books belong to the whole 
school or community and not just the teacher who uses the classroom. If other activities, 
such as classes, church services or meetings routinely take place where the library is 
located, this will cut down the amount of time that it is open to the public. However, these 
activities may help to raise awareness of the library. If the space you decide on is being 
rented by someone, be sure to get permission from the owner as well as the tenant. If at 
all possible, choose a place with room for later expansion (see Expansion below). 

The amount and type of furniture and shelves you will need depends on the location you 
choose. A shop or classroom may already have bookshelves and furniture. A storage 
room probably will not. For more information about buildings, furniture, equipment and 
other important considerations in planning your library, see Expansion below. 

Action steps: 

1. Talk with teachers, religious leaders, shopkeepers and others about hosting the library. 

2. Visit all the potential locations for the library. 

3. Choose the best location. 

GETTING MATERIALS 

This section discusses what materials you need for the library and how to get them. 
Materials can include books, tapes, posters, magazines, pamphlets newspapers, 
newsletters, games, teaching aids, videos, maps and other items. Since the vast majority 
of the materials in the library will be books, however, this section focuses primarily 
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on them. You can use most of the techniques described (especially networking) for 
collecting other materials as well. Also see Involving the Community a below for 
suggestions on repackaging and creating your own materials. 

Decision point: what kind of books do we need? 

You need to get books on subjects of interest to the community. Your first task, therefore, 
is to find out what people want to know. You may have already thought about this issue 
when trying to decide if the community needs a library. Now is the time to think about 
it in more depth. Since the committee is made up of community members, you can start 
out by asking yourselves what books should go in the library. But that is not enough. 

You need to go out into the community and ask people what books they want. What are 
they interested in academically, professionally and personally? Talk to a wide variety of 
people and try to find potential library users you may have overlooked, such as people 
with illnesses or disabilities. 

If your library is focused on a topic, such as health, or serves a restricted community, 
such as an elementary school, you may be tempted to skip this step. Don’t. You can 
really learn a lot by asking people what books they want in the library. For example, you 
might not think of putting books on animal care in a health library, but a farmer might. 
Since keeping the community animals healthy can lead to better nutrition and sanitation 
for the people, including those books is a good idea. 

Some other things you need to consider are the reading levels and languages of the 
library users. How many years of formal education do most people in the community 
have? How many of your library users are children? How many are literacy students? 
How can you encourage people who cannot read to use the library? Can you get picture 
books, books on tape or other materials for non-readers? What languages do people in 
your community speak? People often prefer reading in the “local language” or vernacular 
to reading in the national language. Some community members may only speak/read 
the local language. If local language materials are scarce, the library should consider 
translating, repackaging or producing materials (see Involving the Community below). 

Once you have made a list of all the subjects, languages and reading levels you need, the 
next step is to rank them according to their importance. Since you probably cannot get 
every book that someone wants or needs, you will have to decide which ones come first. 
Start by getting general books on the most popular topics before getting more specialised 
materials. This will help you create a broad collection that appeals to most people. If 
your library users are mainly students, you could start with a complete set of school 
textbooks. Reference books such as dictionaries, atlases, encyclopaedias and almanacs 
are expensive, but contain very useful general information. For novels and other fiction, 
start with children’s books, young adult fiction and basic readers before moving on to 
advanced works that fewer people can read. Newspapers and magazines (also called 
periodicals) are often the most popular resources in the library. Be sure to keep a list of 
all the suggestions so you can work on filling them over time. 
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You should use the information you have gathered to write a “collection policy” that 
states the purpose of your library, whom it serves and the types of materials it collects. 
Many people may be involved in getting books for the library and such a policy will 
ensure that everyone knows which materials are most important to collect. It may also 
stop them from accepting unwanted or inappropriate books. Sharing the policy with book 
donors will help them to understand your needs and make more useful donations. The 
policy should be reviewed and approved by the whole library committee. You can also 
ask library users and community members to read and comment on it. Remember that 
it can be changed later on as the library grows, and in fact, it is a good idea to review it 
every year or two. 

It is particularly important to try to gather materials that contain a variety of viewpoints 
to the extent that this is culturally appropriate. For example, if your library contains a 
political commentary about the United States that was published by the U.S. government, 
you might also want to include commentaries by non-governmental sources or people 
living in other countries to give your users several viewpoints. Providing information 
from a variety of sources is particularly important for religious, cultural, political and 
social commentaries because these works sometimes express the viewpoint of only one 
group or individual. These topics, however, can be very sensitive, and libraries should 
find out if there are any government regulations regarding what materials they can collect 
before they begin seeking donations. 

Action steps: 

1. Find out the interests and reading levels of the community members the library will 
serve. 

2. Decide which books to focus on collecting. 

3. Write a collection policy describing what materials the library would like and what 
materials it cannot use. Include what the library does with donations that are not 
suitable for the collection (see below). 

Decision point: How can we get books? 

Most developing world libraries contain a mixture of books that were donated and books 
that were purchased. This section addresses donated books and the next sections discuss 
fundraising and buying books. When reading this section, keep in mind that you do not 
have to accept every book that someone offers to donate. Use the collection policy you 
wrote in the previous section to explain to donors what books you need. Before adding 
any book to the library, check to make sure that it is accurate and up to date, in good 
condition, on a topic of interest to the community, presents a balanced viewpoint and uses 
an appropriate reading level. When someone offers to donate an unsuitable book, explain 
firmly but gently why you cannot accept it. People may be surprised to learn that the 
library has a collection policy, but they are usually happy to follow it once they know. 

Some libraries accept all donations but sell the books they cannot use. It is best to tell 
donors up front if the library might not keep their books. You could include a statement 
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in your collection policy saying that the library cannot guarantee that every donation will 
become a permanent part of the library. Some donors (especially international charities) 
may not want you to sell the books they donate. In that case, it is especially important to 
be clear about what books you need. 

The first place that you should look for book donors is within your own community. Are 
there school teachers, professionals, church leaders or other members of the community 
who have books they would be willing to donate to the library? You can find out by 
holding a book drive. There are many different ways to organise a book drive. Most 
involve setting aside a special day to collect donations from the community. Here is a list 
of ideas and incentives you can use to motivate and/or thank book donors: 

• Have volunteers go from door to door asking for books. This is a lot of work for the 
volunteers but very convenient for the donors. It is also a great way to tell people 
more about the project and build a sense of community participation. 

• Set up a book collection booth in the marketplace. Use musicians, dancers, colourful 
signs or other methods to get people's attention. 

• Designate several places around the town where people can drop off book donations 
(this could go on for several days). 

• Ask a religious congregation, community organisation or club to collect books for the 
library. 

• Have a party at the library just for people who donate books. 

• Give small prizes to book donors. These could be very inexpensive things like book 
marks made from cloth, paper, bamboo, braided string or other materials. You may 
need to make a lot of them, so get volunteers to help. 

• Give each donor the chance to win a prize. See the instructions for raffles under 
Raising Funds below. 

• Thank book donors by writing their names inside the books they donate. A nice way 
to do this is by using "book plates," which are paper labels you fill out and glue onto 
a blank page. If making or buying book plates is not possible, you can make a rubber 
stamp saying "This book was donated by..." or simply ask someone with attractive 
handwriting to write the donor's name in the book. 
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Figure 1: Sample book plate 
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No matter how you organise it, the key to a successful book drive is publicity. Be sure to 
tell people weeks in advance about the book drive and any prizes or rewards you will give 
away. Then remind them often. Here are some ways you can publicise the book drive: 

• Announce it in all the neighbourhoods of the community and/or the market. 

• Ask teachers to announce it at school and/or send notes home for parents. 

• Ask religious leaders to mention it at services. 

• Put up posters or notices (these should be colourful and very clearly written). 

• Announce it in the newspaper or on the radio. 

• Send out special invitations to people who may have a lot of books to give. 

A successful book drive will demonstrate to book donors from outside the community 
that the community really cares about the library. Be sure to remind people that they 
benefit twice by donating to the library - they get the pleasure of reading the books they 
donated in the library and the pleasure of sharing them with others! 

NETWORKING 

By holding the book drive and forming the library committee, you have already prepared 
the way for the next step in getting book donations - networking. Networking means 
finding and contacting people and organisations that can help the library. You should 
start by making a list of all the people in your own community who have connections 
to organisations that publish materials on interesting subjects (see the list below for 
examples of organisations). Ask them to request a donation from their organisation 
on behalf of the library. If they are unable to help, ask if there is someone else in the 
organisation you could talk with. Also ask if they can suggest other organisations that 
could donate books. 

As you search for book donations, be sure to find out about other ways the organisations 
you contact could help the library (e.g. training, funding, advice or more contacts). 
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Networking is like a squash vine - it starts out with one or two shoots but soon covers the 
whole garden. If everyone on the committee makes a few contacts, you will soon have 
supporters covering the area. 

Eventually, your networking will lead you to connections outside the community. You 
may hear about organisations in the next town or a distant city that have materials you 
need. If at all possible, arrange for a representative from the community to visit these 
organisations in person to request books. Visiting them makes it possible to look at their 
materials and select what the library needs. 

The representative could be a member of the library committee, a community member 
who now lives in another town, a foreign aid worker or extension agent (such as a Peace 
Corps or United Nations volunteer - see below), a taxi driver, a merchant or anyone 
else who travels often. Give the representative a copy of the collection policy and make 
sure that he or she can explain the project clearly and knows exactly what materials are 
needed. He or she may have to choose from a variety of publications and should know 
enough about the library to make good decisions. Though it may be tempting to take 
whatever an organisation has to offer, the representative should leave behind materials 
that are clearly useless for the library (damaged, old, incompatible language, reading 
level or subject). You do not want to waste valuable shelf space on useless books! That 
will only discourage people from using the library. 

Writing to an organisation to ask for a list of their publications before going to visit can 
save time and money. There is no point in visiting an organisation that does not have any 
materials you need. In the letter, be sure to explain that the materials are for a library and 
that you would like them to be donated. Ask them to include a list of prices if donations are 
not possible. Also ask for some general information about their organisation. Pamphlets 
and brochures about different organisations are a great thing to keep in the library. 

The following list of groups that could help your library will give you some ideas to 
guide your networking: 

Other libraries - ask them where they got their books. One of the first things you should 
do once you decide to start a library is talk with other librarians to get their advice. They 
have faced many of the same challenges that you are now facing and can give you a lot 
of help and support. By sharing contacts, you can help each other build stronger libraries 
and lay the groundwork for collaboration. Almost all countries have a national library 
and the librarian there should be able to tell you about government services for libraries, 
such as the national library service (if your country has one). Also contact any school or 
public libraries in your area. 

Non-governmental organisations (NGOs) - these are also called aid, non-profit or relief 
organisations. They can be local, regional, national, or international. Their programs 
usually specialise in one or two areas such as health, women in development, education, 
agriculture, the environment or other development issues. Literacy programs may be 
particularly helpful for libraries. There is a lot of variety in the scope and focus of NGOs, 
as well as then budgets. Many NGOs publish materials designed for extension workers 
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and community volunteers. They will often give free copies to a library. Some NGOs even 
have library support programs and may offer books and training. Others have their own 
libraries that you should visit. Ask the librarians for information about free materials they 
have received from other NGOs and book donation programs. See the Resource Guide at 
the back of this manual for more information about organisations supporting libraries. 

Government branches - these can be called ministries, departments, agencies, services, 
councils, commissions or other names. They can be local, regional and/or national. 

Many government branches publish free materials. They may each have their own 
information offices or publication units or there may be a central government printing 
office. Sometimes the printing office produces a catalogue from which you can order 
the materials you want. Government extension agents or other government employees 
should be able to help you get the materials you need, but remember that they may not 
be aware of publications produced by other branches of the government. If you don’t get 
what you need from one branch, it is a good idea to try another. 

Foreign governmental agencies - The governments of most developed countries have 
foreign aid programs that fund a wide variety of projects. A lot of foreign aid money 
goes directly to developing world governments, but some of it also goes to NGOs and 
grass-roots projects. Foreign government programs such as Peace Corps (United States) 
and Voluntary Service Overseas (Britain) send trained volunteers to live and work in a 
developing country. These volunteers can be a great source of information about NGOs, 
government programs, book donation and their home countries. These organisations 
generally have an office in the capital, but the volunteers may be posted in communities 
throughout the country. 

Publishers - they will sometimes give away damaged books or books that are not selling 
well. Be careful to inspect these books closely. Sometimes the damage is very minor, 
such as the wrong colours on the cover, but other times entire sections are blurry or 
missing. For books that are not selling well, try to find out why. Sometimes useful books 
on agriculture or health don’t sell because they were not marketed well or because too 
many copies were made. Other times, books don’t sell because they are poorly written 
or badly made. Even if you cannot get publishers to donate books, ask for a discount. 
They will usually reduce the price for libraries. When you buy materials published 
domestically, you help support the local publishing industry. See the Resource Guide for 
more information about finding local publishers. 

Bookshops - like publishers, bookshops will sometimes donate damaged or left over 
books. They can also tell you where to find local publishers and may even be able to 
order materials for you from abroad. Be sure to ask for discounts. You could also put a 
sign in the library with information about bookshops that donate materials. This might 
lead to new business for the shops and encourage them to help you. 

Universities - can offer many kinds of help to libraries. First, the university library may 
receive donated books from overseas. If this is the case, ask if they have received any 
children’s books or other materials more appropriate for your library than theirs. They 
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might also be able to request that books for your library be included in the next shipment 
they receive. Once again, do not take anything you do not really need. Second, the 
university librarian may be able to give you valuable advice about running the library or 
training a librarian. If there is a library science program at the university, be sure to find 
out what it costs and if they have any scholarships and/or distance learning programs. 
Perhaps one of the students would even be willing to help you organise your library as 
a school project, or you might spend a few days volunteering in the university library to 
leam about procedures. At the very least, ask if the librarian would be willing to answer 
your technical questions when they come up. 

Library associations - are professional organisations for librarians. More and more 
developing countries have national library associations that promote the profession 
and help librarians share their knowledge and concerns. These associations often print 
newsletters and organise conferences to help librarians keep up with new developments. 
The library association might be willing to print an article about your library in its 
newsletter. They may also keep a list of book donation programs in the country. If there 
is no library association in your area, consider asking one of the national or international 
library associations listed in the Resource Guide for help with setting one up. 

Library networks - libraries often form networks to share information and improve 
services to users. These networks can be regional, national or international and often 
focus on a particular type of information, such as health or appropriate technology. You 
should contact the library network in your area and find out about the costs and benefits 
of joining. Member libraries often receive subscriptions to journals and/or electronic 
databases. Several library networks are listed in the Resource Guide. 

Cultural centres - many developed countries (especially the U.S.A., France and 
Germany) have cultural centres in developing countries. They are generally staffed and 
funded by the governments of the developed countries. These centres often include 
libraries, which are interesting to visit, and may have free materials about the country 
they represent. The United States Information Service (USIS), for example, maintains 
cultural centres in some countries that give away posters and books about United 
States and sell inexpensive basic English books for new readers (check with the U.S. 
embassy for more information). Cultural centres may also have information about study 
abroad programs, scholarships and distance learning (courses taken electronically or by 
mail). Be careful of getting propaganda (materials that give a one-sided picture of the 
sponsoring country - see Getting Materials above). 

Embassies - depending on security issues, embassies may or may not be open to the 
general public. United States embassies can provide you with information about USIS 
(see above) and Project Handclasp (see the Resource Guide). If you have trouble getting 
into the U.S. embassy, it may be easier to ask an American Peace Corps Volunteer about 
embassy programs. Similarly, you may need to ask French, German or other aid workers 
about their embassy’s programs. 



15 



Religious authorities - if your community requested religious materials, try asking 
missionaries or religious authorities (e.g. imams, priests, rabbis, ministers, etc.) if they 
can get you donations. They are generally happy to help. 

SOME FA CT5 ABOUT BOOK DONATION PROGRAMS 

In addition to the groups listed above, a section of the Resource Guide at the back of this 
manual is devoted to international book donation programs. There is a lot of confusion 
about how these programs work. To avoid frustration and disappointment, it is important 
to understand where book donation programs get their books and how they operate before 
you approach them for help. Most international book donation programs get their books 
from publishers, school systems and/or individuals. Publishers generally give them books 
they can’t sell. This could mean hundreds of copies of one book or a few copies of several 
books. Individuals and school systems give them used and sometimes wom-out materials. 

The book donation programs then sort out the useful books. Even when they have strict 
guidelines about what materials they accept, donation programs still get a lot of books 
they cannot use. A few donation programs allow librarians to choose which materials they 
receive from a catalogue, but most choose the books for you based on the information 
you supply about what you need. In most cases, it is hard to predict exactly what you 
will receive. For example, some libraries have received entirely useless donations (one 
even got a whole box of city sewage plans), but others have received beautiful new 
children’s books. Requesting a book donation from overseas is always a gamble and you 
should know that you may wait months and spend a lot of money on customs or postage 
only to be disappointed by what you receive. 

Once the books are collected by the donation programs, they must, of course, be shipped 
overseas. The great majority of book donation programs ship books in sea containers that 
hold around twenty thousand volumes. They may ask the recipient library to pay for part 
or all of the shipping costs and customs charges. It can cost a library thousands of dollars 
to get one of these shipments and the library must generally give the donor organisation 
the money before it will ship the books. This is obviously impossible for small libraries. 
Organisations that work this way have not been included in the Resource Guide. 

Some book donors that ship books by sea container have partner organisations or field 
offices overseas. In this case, the book donor organisation usually has funding to ship 
one or two containers per year to their partner organisation, which is then responsible 
for distributing the books to libraries. These book donors have been included in the 
Resource Guide because librarians from small libraries can often get donated books from 
the partner organisation or field office in their country. 

Partner organisations have different ways of distributing books. Sometimes, it is possible 
for librarians to select books from the partner organisation’s warehouse. This enables 
librarians to choose the books that they want. Other times, the partner organisation charges a 
membership fee that entitles libraries to get a certain number of books per year. In this case, 
the partner organisation usually chooses the books for the library. Libraries should ask to see 
samples of the books and talk to other libraries in the program before buying a membership. 
As mentioned above, the quality of books can vary a lot from one program to another. 
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Another consideration is that getting books from foreign donation programs can actually 
harm the publishers and book sellers in your own country. When free books from 
overseas are “dumped” in a country, it makes it harder for publishers to sell the books 
they produce. Since local publishers are generally your only source for local language 
materials, books by local authors, and textbooks designed for your country’s school 
curriculum, it is in your interest to support them as much as possible. A library that only 
has donated books from abroad cannot give its readers books that are produced by, for 
and about their own country. 

What useful books can you get from foreign donation programs? Donation programs 
are good sources for reference book such as dictionaries, atlases, almanacs and 
encyclopaedias. These are very expensive to produce and purchase and may not be 
available in your country. Ask for ones that are no more than five years old (ten for the 
dictionaries). Donation programs may also have classic fiction by foreign authors, books 
about other countries, children’s books, books on tape, CD ROMs (see Computers below) 
and back runs of interesting magazines like National Geographic (which seems to be 
popular almost everywhere because of its beautiful pictures). If you select these types 
of materials in the reading levels you need, you should get good results. You should be 
cautious about requesting used school textbooks because you may not be able to get a 
complete set, they won’t be published with your country in mind, and they may be very 
outdated. Similarly, technical manuals that are not produced specifically for developing 
countries often require tools and equipment you cannot get. It is better to request these 
materials from NGOs in your own country (see above). 

Finally, if you are unable to find an organisation in your own country that distributes 
donated books from abroad (you can write to the World Library Partnership for country- 
specific contacts - see the Resource Guide ) and decide to send letters to the international 
organisations listed in the Resource Guide, be as specific as possible about what you 
need. Far too often, book request letters give no specific information about the library, 
community or the materials needed. This makes it impossible for the book donation 
organisations to do a good job of helping the requestor. The donation organisation may 
respond by asking the requestor for more information, which causes delays, or they may 
not respond at all. In your book request letters, always include information about the 
size, type and purpose of the library, the community it serves and the subjects, languages 
and reading levels you need. It is even a good idea to include a school syllabus and list of 
specific titles. 

Make sure that you also speak with the post office before requesting books to find out 
how much, if anything, it will cost you to receive them. In some countries, the customs 
charges may be so high that you cannot afford to request books from abroad. Be sure 
to ask the postmaster if the post office will waive the customs charges for humanitarian 
aid. The post office may have very strict rules about how the books must be labelled, 
addressed and/or packaged in order for the charges to be waived (e.g. they may waive 
them if the books are sent to the library, but not if they are sent to the librarian). Your 
book request letters should include any specific instructions for mailing donations. 
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Also send a thank you letter to the donors when you receive the materials. Be sure to 
mention which books were the most helpful. If you get books you really can’t use, it 
is good to let the donors know. This will help the donors to improve their programs in 
the future. Some organisations complain that they never know if the books they send 
are truly helpful. If the books are not what you need, explain the problem to the donors. 
They may tell you that your request was not clear (this will help you to write a better 
one next time), or they may even send you more appropriate books. It can be hard to tell 
someone who has given you a gift that there is a problem with it, but if done gently and 
politely, the donors will appreciate the information. 

Action steps: 

1 . Recruit people to help collect books for the library. 

2. Hold a book drive. 

3. Identify and contact organisations that can help the library (networking). 

4. Ask the organisations about book donations and other services for libraries. 

5. Visit local distributors of donated books (see Resource Guide). 

BUDGETING 

Decision point: How do we know how much money to raise? 

To be truly successful and sustainable, your library must have some funding for books 
and other expenses. While donated books can be a significant part of the library’s 
collection, the only way to get many of the books most relevant, important and interesting 
to the community is to buy them. As mentioned above, buying books also supports local 
publishers and booksellers. You may also need money to buy supplies, construct and 
maintain a building, pay a librarian or for special programs at the library. To guide your 
fundraising, you need to have a budget. A budget is a list of all the library’s projected 
expenses (costs) and all of its income. There are many types of budgets, but the one 
that you will probably find most useful is called a line-item budget. It lists an amount of 
money for each type of expense or income. Here is an example: 

Figure 2: Sample budget 

1999 Library Budget 



Expenses: 




Income: 




New books 


$200.00 


Fines 


$25.00 


Supplies 


$30.00 


Donations 


$150.00 


Building Maintenance 


$60.00 


Party 


$75.00 


Postage 


$30.00 


Raffle 


$100.00 


Total 


$320.00 




$350.00 



Your budget may be more or less complicated than this one depending on the library’s 
income and expenses (see Bookkeeping below). In this sample budget, the income is slightly 
greater than the expenses, which means that the library will have a little extra money in case 
of a problem. This is a good way to plan, but might not be possible in reality. 
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How do you develop the budget? First, make a list of all your expenses. If the library is 
just getting started, try to imagine everything it will need for one year and then research 
the cost for each item. If the library is a few years old, you can start by looking at what 
was spent in past years. The treasurer or another committee member should make an 
initial list of expenses for the committee to discuss and either accept or change. Add the 
amounts for each item to find the total amount of money the committee will need to raise. 
If the amount seems too high, you may need to lower some costs. If it seems too low, you 
can add money to different items or save the extra in case you run into problems. 

The budget is meant to be a guide, not a firm rule, and the committee can decide to 
change it as needed. Changes are very common in the first few years when you are still 
learning what it costs to run the library and how much money you can realistically raise. 
In fact, you should read the next section about fundraising before you begin making your 
budget because it will help you to decide if your budget is realistic. 

Action Steps: 

1. Make a list of the library’s expenses for one year. 

2. Make a list of possible fundraising events (see next section). 

3. If the income from the fundraising is enough to cover the expenses, then go ahead 
with your plan. 

4. If not, look for new fundraising ideas and/or try to cut back your expenses. 

RAISING FUNDS 

Once you have a general idea of how much money you need, you are ready to start 
planning to fundraise (of course, sometimes libraries get a grant for a certain amount of 
money, which they then have to decide how to spend). 

Raising money is one of the most important jobs of the library committee. In a very 
practical sense, the success of the library depends on the success of the fundraising. Here 
are some tips to make your fundraising more successful: 

1. Demonstrate that the library committee is responsible and trustworthy by reporting 
to the community how past donations were spent (see Evaluation below for 
suggestions). 

2. Involve as many people in the fundraising as possible. People are more likely 
to make donations when asked by their friends or family than when asked a by a 
stranger. You may wish to form a “friends of the library” club (see Involving the 
Community below). 

3. Be focused. If you want to raise money for books, make a list of which books. 

People prefer to give money when they know exactly how it will be used. 

4. Set realistic goals. It is better to beat a small goal than fall short of a large one. 

5. Keep track of who contributes. People who give once are more likely to give again. 
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6. Don’t ask the same people for money in the same way too often. Use a variety of 
approaches. 

7. Always thank every donor! 

Here are some ideas for fundraising events: 

Raffles - are a simple way to turn one donation into many. The basic idea is to sell 
people chances to win a prize. The more the prize is worth, the more people will be 
willing to pay for the chance to win it. 

Example : Maria donates a dress for the library raffle. The library committee sets 
up a table at the market and sells people raffle tickets (slips of paper on which 
they write down their name and address). The tickets are stored in a closed box or 
bag until the end of the day when the winner is chosen by pulling out one ticket. 



Auctions - ask people in the community to donate goods or services (e.g. repairing a roof). 
Then “auction off’ the donations. Each person who wants to buy an auction item must offer 
a higher price than the one before. Whoever offers the highest price for an item buys it. 

Dances or Parties - try to get musicians or someone with a good collection of recorded 
music (a DJ) to provide free music and/or someone to donate food and drinks. You can 
charge people a small fee to get into the party, and you will also make money on the food 
and drinks. 

Sell school supplies - libraries in communities where school supplies are not readily 
available sometimes sell them to make money. This requires money to buy the first group 
of supplies. If there are already people selling school supplies in your community, try to 
think of something else you could sell like cookies, drinks or other items. Children in the 
United States commonly sell candy to raise money for school trips. 

Church collections - if your church or other religious institution regularly takes a 
collection from the congregation, you can ask them to make a second collection for the 
library. 

Solicitations - ask people to make donations to the library. The donations do not have 
to be money. In many places, it might be easier for people to give some of their crops 
at harvest time or donate crafts/goods they sell. The library committee can either sell, 
auction or raffle off these donations for money. They may also be able to use them to pay 
the librarian (see Recruiting a Librarian below). Some community members who work 
or study in distant places may only return for special holidays or festivals and you may 
therefore want to ask for donations or hold a fundraising event during these times. 

Grants - some NGOs and/or governmental organisations will give money to a library. 
This is called a grant. Each donor organisation generally has its own application forms 
and guidelines. It is best to write them a brief letter (or better yet, visit their offices) 
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explaining the project and asking for an application. Some organisations that give 
grants for books are listed in the Resource Guide. If you have an American Peace Corps 
Volunteer or other aid worker in your community, they can sometimes work with you to 
get grants to help with a project. Since the process of applying for a grant can be very 
long and complicated, make sure you contact someone at the donor organisation to find 
out if your project qualifies before filling out all the forms. It is best to talk with someone 
at the organisation in person to get their advice about the process before you begin. If 
possible, also talk with someone who has received a grant from the donor. 

Library twinning - there are a few organisations that can match your library with a 
partner library in another country. Your partner may be willing to send you books or raise 
money to help support your library (see the Resource Guide). 

A library garden - if you live in a fanning community, perhaps someone on the library 
committee or in the community would let you use a piece of land to raise crops for the 
library. This is a lot of work, but can potentially be a great source of income. Finding 
people to work the land may be difficult. The library committee should take a leading 
role in volunteering their time. During planting and harvesting, the whole committee can 
work together. When there is not as much work, you can rotate the responsibilities. In 
urban areas, try planting a courtyard garden. You could even grow peppers, tomatoes or 
herbs in pots on a rooftop, porch or balcony. 

Sporting events - ask players or teams to hold a match and charge people a small sum to 
come and watch. 

Performances - you could put on play, puppet show, story telling session, concert, 
reading by a local author or other performance at the library and charge people to attend. 
You could also rent out the library to groups, such as a band, who wish to put on a 
performance or hold an event there. 

Movies - if your library is able to get a VCR or film projector, you can have movie 
nights. Charge an admission fee and sell drinks and snacks. 

Book sale - sell the books that can no longer be used in the library (see Weeding below). 

Haircuts - ask a local hairdresser to donate his or her time and spend a day giving 
haircuts/styling at the library. This is really fun and may encourage some people to visit 
the library who have never been there before. 

Fees/fines - this is a very important issue. Some libraries decide to charge a yearly 
membership fee and/or to charge fines when books are not returned on time (see 
Circulation below). While this may bring in money for the library, it may also prevent 
some people from using it. This is an issue the committee will need to discuss at length 
before deciding (see Making the Rules below). 

Using the list above, and your own creativity, the committee should make a list of 
fundraising events you plan to do. For each one, list how much money you expect to 
raise. Remember that you may need to purchase supplies or pay people to help with 
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some of the fundraising. You will need to plan very carefully to make sure that you don’t 
spend more on these fundraising events than you can raise. In reality, it is very hard to 
predict how much money you will make from a fundraising event until you do it a few 
times. You should therefore plan on more fundraising events than you think you actually 
need in case some do not work out. 

Now that you have your list of expenses and your list of fundraising, how do they match 
up? Does it look like you can raise enough money to cover all of your expenses? If 
not, can you cut out some of the expenses or increase your fundraising? If you do not 
realistically have enough money to pay for everything, the committee will have to choose 
which things are the most important. Too often, the first expense that libraries cut is new 
books. Before doing that, remember that new books are what keep people coming into 
the library. Without them, your level of community support will drop, which means that 
people will be less likely to help with fundraising or make donations to the library. The 
more interesting the books in the library, the more people will be willing to pay to keep it 
open (see Community Involvement below). 

Action steps: 

1. Recruit as many volunteers as possible to help with fundraising. 

2. Select fundraising events from the list above or create your own. 

3. Set goals for each fundraising event (how much you want to raise and why). 

4. Report back to the community how much you raised and how it was spent. 

BOOKKEEPING 

Decision point: How should the committee keep track of the library’s finances? 

The librarian and the library committee must work together to safeguard the money raised 
by the library and keep clear records of how it is used. You have a responsibility to the 
community and the donors to use their contributions wisely and they will want to know 
how they were spent. 

One of the first questions you must decide is where to keep the money raised by the 
library. The best place is in a ba nk account or an account at the post office. There are two 
types of accounts: 

Current or Checking accounts - when you open a chequing account, you receive blank 
cheques that you can use to pay for purchases. The bank will explain how to fill them out. 
You will need to keep track of how much money is in the chequing account at all times so 
that you don’t accidentally write a cheque for more money than you have in the account. 

If you do, the bank will not honour the cheque and you will be charged a fine. Checking 
accounts are very convenient because you do not have to go to the bank in person to get 
money and cheques can be sent through the mail (never send cash through the mail). 
However, the bank may charge a small fee for each cheque and generally does not pay 
interest (see below). In some rural areas, people may be unwilling to accept cheques. 

Savings accounts - when you open a savings account, some banks start a passbook for the 
account that shows how much money is in it at all times. Some banks keep the passbook 
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and others ask you to bring it when you visit the bank. Money can only be removed 
from a savings account in person. Some banks pay a small amount of money each month 
to savings account holders. This is called interest, and it is one of the advantages of a 
savings account. The main disadvantage of this kind of account is that you must pay for 
everything in cash. It is more dangerous to carry around cash than cheques. 

In order to open a bank account, you must decide who will have the authority to take 
out money on behalf of the library (anyone who knows the account number can deposit 
money). Generally, the treasurer and/or president can take out money. Requiring both of 
them to sign for the money improves security, but it can be very inconvenient - especially 
for savings accounts. 

To open an account, the person or people who will have signing authority must bring the 
money and their identification papers to the bank. Often, a passport or other document 
with a photo is required. The bank clerks will help them fill out the necessary forms. 

They will probably have to present their identification papers each time they withdraw 
money at the bank (shops may also want to see identification before accepting a cheque). 
In some countries, you can also get an account at the post office, which may be more 
convenient than the bank. 

If you live in a place where political instability or other factors make it undesirable to 
keep the library’s money in a bank, you will need to find another solution. A strong 
box with a good lock will generally discourage most thieves, even more so if the box is 
hidden from view. If someplace in the community has a safe, such as a shop, a church or 
an NGO, they may be willing to let you use it. In general, your chances of avoiding theft 
will be greatest if only a few people know where the money is kept. 

One disadvantage of not having a bank account is that it may be impossible for your 
library to receive money from foundations or organisations outside the country. These 
organisations prefer to send money via bank transfer, but they may be willing to send 
the money through the post office or a third party, such as a local NGO, when justified. 
Another disadvantage is that it is harder to order books by mail without a checking 
account. You will have to purchase a cashier’s cheque, money order or similar form 
of guaranteed payment each time you wish to place an order by mail (never send cash 
through the mail). You may also be able to use UNESCO or British Council book 
coupons to order books from foreign publishers. See the Resource Guide for more 
information about these programs. 

Once you have decided where you will store the library’s funds, you will need to set up a 
system for keeping track of them. Keeping good records will allow you to report to the 
community, see if you are within your budget, plan your budget for next year, show your 
donors how their money was spent, know what equipment or furniture the library owns, 
and know at all times how much money the library has. The easiest way to keep track of 
these funds is to record all of the library’s deposits and purchases by date. After each entry, 
record the total amount left in the account. This is called a balance sheet. You can buy 
special notebooks called ledgers for recording this information or make your own. Here is 
an example of all the income and expenses for a small library for the month of January: 
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Figure 3: Sample balance sheet 



Date 


Description 


Expense 


Income 


Balance 


1 Jan. 1997 


Benefit party (this money was 
used to open the account) 




$200.00 


$200.00 


10 Jan. 1999 


Books from the Book Comer 


$98.50 




$101.50 


12 Jan. 1999 


Tape, pens, stamp pad from 
Ahmed’s shop 


$15.00 




$86.50 


13 Jan 1999 


Donation from the literacy club 




$20.00 


$106.50 


17 Jan 1999 


Candles and Kerosene 


$3.00 




$103.50 


20 Jan 1999 


Desk and four chairs from Mr. 
Finch, the carpenter. 


$70.00 




$36.50 


25 Jan 1999 


Dictionary from the Book 
Corner 


$20.00 




$16.50 


27 Jan 1999 


Sale of donated com 




$65.00 


$81.50 



In addition to keeping a balance sheet, you should also save the receipts for all the 
purchases you make. You can use the receipts to verify how the money was spent and 
correct any errors made when entering the numbers in the balance sheet. If necessary, 
the library committee can always check a receipt by talking to the person who issued it. 
Most shops will automatically provide a printed receipt. If they do not, be sure to ask for 
one. Within your community, people may not be used to giving receipts. In that case, a 
simple hand-made receipt is fine. Here is a sample: 



Figure 4: Sample receipt 



I (name) received (the amount of money) from (the library) for (list 
the good or services) on (date). 

(signature) 

For example: 



I, Mr. Finch, received $70.00 from the community library for one 
table and four chairs on 20 January, 1997. 

Edward ElmU 



Often, the librarian is responsible for recording all the income and expenses of the library, 
and the treasurer is responsible for actually writing cheques and making the bank deposits 
and withdrawals. It is a good idea to have two different people responsible for keeping 
the records and getting the money from the bank. The following examples show why: 

Example 1 : The library holds a big fundraising event. The treasurer collects all of the 
money and takes it to the bank. Then he or she records the amount deposited in the 
record book. Since no one but the treasurer knows how much money was raised, what 
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is to stop the treasurer from taking some money and depositing the rest? If, however, 
someone else records each donation (or better yet, gives people receipts for their 
donations and keeps a carbon copy of the receipts for the library), then there will be a 
record of how much money was raised and everyone will know if some of it is missing. 

Example 2: The librarian takes out $50.00 from the bank account, but only records 
taking out $30.00. He or she spends $30.00 on supplies for the library and $20.00 on a 
new outfit. If no one but the librarian is responsible for the bank account and the record 
book, he or she may never get caught. If, however, the treasurer has to go to the bank to 
get the money for the librarian, then the librarian will have to account for the total amount 
to the treasurer. 

These examples are not meant to imply that the librarian or anyone on your library 
committee is dishonest. They simply show that when all the records and the money are 
in the hands of the same person, there is no way to verify that the money is being handled 
responsibly. Someone could be a dishonest, or they might not - there is no way to tell. 
You want your accounting system to clearly show the community and your donors that 
their money was used for the library. It is therefore in your interest to have two different 
people responsible for keeping records and signing at the bank. 

Action steps: 

1 . Set up a bank or postal account. 

2. Keep records of all the library’s income and expenses. 

3. Save receipts from purchases. 

4. Clearly divide responsibilities between the treasurer and the librarian. 

BUYING BOOKS 

Decision point: where should we buy books? 

Once you have raised the funds, there are several ways you can buy books. The most 
direct way is to buy them at the nearest bookshop. This gives you the opportunity to look 
at the books and to try to negotiate a discount for the library. It also supports your local 
bookseller. Some countries also have book fairs where you can choose books from many 
different publishers and booksellers. Sometimes, you can buy the books used as displays 
during the fair for a good price on the last day. 

If you do not have the time or money to go to a bookshop, you may be able to order 
materials directly from publisher. Note that commercial publishing houses are only one 
type of publisher - many NGO’s and government agencies also publish useful materials. 
Some publishers may send you a free catalogue of their books and an order form with 
instructions for paying (e.g. Intermediate Technologies - see the Resource Guide). The 
publishing networks listed in the Resource Guide can supply you with the addresses 
for some publishers. Within your country, you can pay by cheque or bank draft (see 
Bookkeeping above for more information about bank accounts). For international orders, 
you can generally use an international money order or bank draft if these are available 
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from banks in your country. If not, UNESCO and the British Council have coupons that 
you can use to pay for books from countries in Europe and the United States. See the 
Resource Guide for more information about these programs. 

In some countries, you may be able to find a “book jobber” or purchasing agent. These 
are companies that charge a fee to order books for libraries and schools. They are 
very convenient because they can get books from many publishers and usually handle 
the currency and shipping issues, resulting in a better selection and less paperwork. 
Purchasing agents may also be able to supply you with inexpensive catalogue cards for 
the books you order (see Organising the Materials below). You will have to decide if the 
time and effort you save by using a purchasing agent is worth the fee they charge. 

Selecting books to order by mail can be hard. Publisher’s catalogues are designed to sell 
books and you should keep that in mind when reading them. Their book descriptions, 
when present, are sometimes vague. Book reviews are one of the best sources of 
information about new books. Reviews are detailed evaluations of books written by 
independent reviewers. You can find book reviews in newspapers, magazines and 
newsletters from other libraries, library organisations and NGOs. Bibliographies, 
such as the one at the back of this book, are lists of books on a specific topic. Some 
bibliographies contain descriptions (these are called annotated bibliographies) and others 
just list the title, author and publishing information. Be careful to check the publication 
dates on books listed in bibliographies to avoid getting out of date materials. Sometimes 
books or articles contain a list of additional reading. These lists are generally books 
recommended by the author. 

Whenever you order books by mail or through a purchasing agent, be sure to keep a 
record of what you ordered, the date you ordered it and the price. When you receive 
the books, check them against your records to make sure that everything is correct. 
Immediately notify the supplier of any problems with the order and return any damaged 
books. As mentioned above, keep all receipts from booksellers, publishers and/or 
purchasing agents for your records (see Bookkeeping below). 

Action Steps: 

1. Visit local booksellers and book fairs. 

2. Write to publishers for catalogues. 

3. Consider using a purchasing agent to handle your orders. 

4. Read book reviews in newspapers, newsletters and magazines. 

5. Check the books you have for useful bibliographies. 

6. Keep records of all your orders and purchases. 
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RECRUITING A LIBRARIAN 

Decision point: Who should run the library? 

Before you begin searching for a librarian 1 , you must decide if the position will be paid 
and what skills and qualities the librarian should have. Now that you have made a budget, 
you should know how much of a salary, if anything, the library can afford to pay. In 
some countries, the ministry of education or the national library service will pay part or 
all of a librarian’s salary. If this is not the case in your country, and you find that a salary 
is more than your library can afford, you won’t be alone. Many community libraries are 
run by volunteers. Even though you may not be able to pay the librarian a salary, perhaps 
you can pay him or her in other ways. Some communities thank librarians by supplying 
their lunches or dinners while they are working. Others help them with their fields or 
household chores or give them a portion of the year’s harvest or goods they produce. 
Perhaps you could also honour the librarian with a ceremony or certificate of recognition. 

Whether the librarian is paid or not, be sure to choose someone with the right qualities 
for the job. The librarian is the most important link between the community and the 
library and will do more than anyone to build (or destroy) support for the project. As 
a result, one of most important consideration in choosing a librarian is how well he or 
she works with people. A good librarian must be cheerful and patient when answering 
questions (even for the hundredth time) and enthusiastic about reading. He or she should 
enjoy helping people and serving the community. The librarian should also be good at 
explaining things clearly. 

Another important consideration is how much time the librarian will have to work in the 
library. Obviously, people who work full time or have fields to farm will not have much 
time to open the library. If the library is in the home or shop of someone who is there 
during the day, this will increase the number of hours it is open. However, if most of the 
community is occupied during the day, it may be more important to have the library open 
in the evenings or on days of rest. In this case, a volunteer who works during the day but 
is willing to open the library after school or in the evening may work just fine. 

Besides being patient and cheerful and having time, there are several other qualities a 
librarian should have. The librarian must be well-organised and pay attention to details. 
He or she must be competent at basic math and responsible with money. It is very 
helpful, but not necessary, for the librarian to have experience teaching literacy classes 
or working with children. It is a good idea to choose someone who is respected in the 
community and self-confident because librarians sometimes face criticism or jealousy 
from some community members. 

Before you begin searching for a librarian, you should write a “job description.” It should 
list all of the duties and responsibilities of the librarian, as well as the skills required. 
Creating such a description will help people to decide whether or not they want the job. It 



1 This manual uses the term “librarian” for anyone who runs a community library. In some areas, only 
people who have completed a university degree or special training program in library science are called 
librarians. You may wish to use the title “library coordinator,” “community information specialist” or a 
similar title if the person who runs your library does not have formal library science training. 
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will also help the library committee to choose the best person for the job by defining what 
skills and qualities they need to look for in the candidates. Here is a sample job description: 

Description : The Yikpa Community Librarian reports directly to the library 
committee and is responsible for the day to day management of the library. His 
or her responsibilities include: opening and closing the library on time, explaining 
and enforcing the library’s rules, helping readers to find books, organising the 
books in a clear and consistent way, taking inventory, purchasing new books, 
repairing books, tracking down overdue or missing books, helping the committee 
with fundraising and running community programs. 

Skills needed : the librarian must be patient and cheerful, literate, numerate, well- 
organised, self-motivated and enjoy helping people. 

Once you have written the job description, you are ready to begin recruiting a librarian. 
You can advertise the job by word of mouth, by posting notices in local schools and 
shops and/or by putting a notice in the newspaper. If you have enough money to pay a 
salary, you will probably have plenty of applicants. If you need to find a volunteer, here 
are some possibilities: 

Teachers - if the library is in a school, sometimes teachers are willing to take turns 
opening the library. Remember that many teachers are already over- worked and the 
library committee should talk with the school director to see if the teachers who work in 
the library can be given time off from other responsibilities. 

Older people - an older community member who is no longer able to spend as much 
time working might enjoy being the librarian. Being the librarian is a great way for older 
people to stay active in the community. 

Merchants - if you initially located the library in a shop or bar, the shopkeeper may also 
be willing to be the librarian. This worked very well for the Yikpa Community Library in 
Togo. The librarian checked out books as he rang up purchases. Being the community’s 
only shopkeeper also made it easy for him to keep track of overdue books because every 
family in the community came into the shop. 

Community leaders - many libraries are run by young leaders who serve as librarians 
in their spare time. While this may mean that the library is only open for a few hours 
each day, the enthusiasm and commitment of these volunteers can make those few 
hours very productive. 

Action steps: 

1 . Decide if the librarian will be paid or a volunteer. 

2. If the person will be a volunteer, think about alternative ways to “pay” him or her 
(e.g. food, help with chores, etc.). 

3. List all of the qualities you want the librarian to have. 
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4. Write a job description. 

5. Advertise the job. 

6. Interview all the candidates for the job and choose the best one. 

MAKING THE RULES 

Decision point: What rules should we have for our library? 

The library committee and the librarian should work together to create clear policies and 
rules for the library. One of the most important policy decisions is whether or not to let 
people borrow books. Some libraries are strictly reading rooms - people may read the 
books there, but they cannot take them home. This is a good way to prevent theft and 
damage to the books, but it means that people can only read when the library is open. 

This can be very inconvenient. If your library does not have much space, it may also be 
impossible for everyone who wants to read to find a seat. 

If the committee decides that the library should lend out books, it will have to make rules 
about who can borrow them and for how long. Will you lend them only to people from 
your community, or will you lend them to people visiting from out of town as well? How 
long will people be able to borrow the books, and what will happen if they don’t return 
them on time (see next paragraph)? There may be some books, such as encyclopaedias 
and dictionaries, that are so expensive or so hard to replace that you decide not to lend 
them out. The committee will have to weigh the advantages and disadvantages of letting 
people borrow the books and then work with the librarian to set a clear and workable 
lending policy. 

Another important policy issue is whether or not to charge fees and/or fines. Fees are 
charges to use the library. Some libraries charge a yearly membership fee, others charge 
a fee for each book you take out and still others require readers to leave a deposit when 
they take out a book (the library returns the money when you return the book so this is 
not really a fee). These fees may bring in needed money, but they may also make it too 
expensive for some people in the community to use the library. One solution is to have 
different fees depending on income and make the library free for the poorest people. It 
can be confusing, though, to charge different people different fees and some people may 
find that system unfair. Another approach would be to ask people to contribute what they 
can afford. Many museums in the United States have a sign at the door asking people to 
make a small donation. The donation is optional, but most people pay it, especially when 
there is a suggested amount. 

Fines are penalties for breaking the library’s rules. For example, damaging a book or not 
returning it on time. Many libraries increase the overdue book fine for every day a book 
is late. If you choose to do this, make sure the fine never gets so high that people cannot 
afford to return a late book (e.g. charge a few cents per day till you get to some maximum 
amount). Many libraries also charge users for the cost of replacing books that are lost, 
stolen or destroyed. Fines may discourage people from breaking the rules, or they may 
encourage them to steal books instead of checking them out properly. Strict rules usually 
lead to more book theft and rule-breaking than looser rules. While fees and fines can 
bring in money for the library and encourage people to obey the rules, they can also 
discourage some people from using the library altogether. 
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Finally, the committee should decide general rules for how and when the library will 
operate. When will the library be open? Should young children be allowed in without 
an adult or older child? Can people eat and drink in the library? Can books be dropped 
off after hours (some libraries have a slot in the door or a box outside the library for after 
hours book returns)? Can someone borrow books for someone else? Many of these rules 
can be left up to the librarian, but it is a good idea to talk them over if a problem comes 
up or if someone has strong feelings about them. The rules should be posted clearly in 
the library with the signatures of the committee members. 

Action steps: 

1. Discuss the advantages and disadvantages of letting people borrow books and decide 
what is best for the library and the community. 

2. Discuss and decide on a policy for fees and fines. 

3. Discuss and set other general rules for the library. 

4. Post the rules in the library. 
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SECTION TWO: HOW DO WE MANAGE THE LIBRARY? 



Whereas the last section was addressed to the Library Committee, this section is 
addressed mainly to the librarian(s). It follows the same basic format as the previous 
section with decision points followed by information and action steps. 

LIBRARIAN TRAINING 

Where can a librarian get training? 

Most community librarians get all their training “on the job.” This means that they 
teach themselves how to be a librarian through experimentation and practice, reading 
books about librarianship and talking with other librarians. Formal training programs 
for librarians are often expensive and may require travel to a large city or even another 
country. They may also be directed towards university libraries and teach principles 
and techniques hard to use in smaller libraries. Some organisations that offer training 
for community librarians are listed in the Resource Guide. Library associations and 
university departments may also offer continuing education or distance learning programs 
in library management. Through networking (see Getting Materials above), the library 
committee may uncover additional sources for training. 

If you are your community’s first librarian, you will have to take charge of your own 
training. Start by visiting other libraries and reading manuals such as this one (see 
the bibliography for more manuals). This will help you to get an overview of the job. 
Also review your job description with the library committee and write a list of all your 
responsibilities. This will help you identify the skills you need to develop. Here is a 
sample list: 

Responsibilities of the librarian: 

1. Opening and closing the library on time. 

2. Helping readers to find books. 

3. Explaining and enforcing the library’s rules. 

4. Organising the books in a clear and consistent way. 

5. Taking inventory. 

6. Acquiring books. 

7. Repairing books. 

8 . Keeping track of borrowed books . 

9. Tracking down overdue or missing books. 

10. Helping the committee with fundraising. 

11. Designing and running community programs. 

12. Bookkeeping. 

13. Evaluating the library. 

14. Making status reports to the library committee and the community. 

As you can see from this sample, being a community librarian is a big job with a wide 
variety of challenges! It can be overwhelming at times and you should work with the 
library committee to decide which tasks are the most important. Now that you have an 
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overview of the job and a list of responsibilities, think about what s ki lls you have and 
which ones you need to learn. Then make a plan for getting the s ki lls you need. This 
manual discusses all of the responsibilities listed above and suggests ways to develop 
good library management practices. As mentioned above, you can also consult the 
manuals listed in the bibliography and/or talk with other librarians when you have 
questions. People with university degrees, foreign aid workers, teachers and government 
officials may also be of help. Use the same networking principles listed under Getting 
Materials above to find people who can help you leam library skills. Remember that 
every library and librarian is different and you may need to adapt the advice you receive 
to fit your situation. 

Keep a record of your experiences so that others who volunteer or work in the library 
can leam from them. Writing down problems will help you work out clear solutions and 
develop policies for the future. You can eventually use your notes to write an operating 
manual for the library that describes its policies and how they were created. The manual 
should include general rules set by the library committee (see Making the Rules above) 
and descriptions of any tools you develop, such as the shelf list or circulation system 
(see Organising the Materials and Circulation below). Also include any helpful tips for 
making the job easier that you have learned over time. 

Action steps: 

1. Review your “job description” with the library committee. 

2. Make a list of your responsibilities. 

3. Find manuals, training programs and other librarians to help you get the skills you 
need. 

4. Keep an ongoing record of your experiences for future librarians. 

COMMUNITY INVOLVEMENT 

Decision point: How do I keep the community involved in the library? 

Library users who are confident and satisfied will keep returning to the library. You 
can help people to get comfortable using the library and develop new skills by pointing 
out the shelf list, showing them where books are located, helping them to find the right 
reading level and answering their questions. You may often need to be patient and 
creative when trying to help someone find what they need. Some people may feel shy or 
embarrassed about asking questions and need encouragement. Others may ask general 
questions even when they want to know something very specific. You can help people to 
clarify what they want to know by taking the time to ask them questions like those in the 
following sample dialog: 

Sample dialog: 

User: Do you have any books about farming? 

Librarian: Yes, we have many. Are you interested in a particular kind of farming? 

User: I am interested in com. 
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Librarian: You would like to read about growing corn? 

User: Well, I really want to know how to keep insects away. 

Librarian: You want to keep insects off the corn in your field? 

User: No, I want to stop them from eating it as its drying. 

Librarian: OK I think you need a book about grain storage. 

User: Yes, that is what I want. 

The librarian in this example helped the user to express what he really wanted to know 
by asking questions. Instead of wasting a lot of time looking through all the books about 
farming, the librarian helped the user to narrow his search to books about grain storage. 
Helping people to be specific about the information they need will make them more 
successful and satisfied library users. 

Users will also feel more comfortable if the library is bright, cheerful and welcoming. To 
make the library more attractive, try decorating the walls with posters, artwork and/or 
colourful displays. Make sure that the shelf labels and signs (see Labelling below) are 
neat and easy to read. Post the library’s hours by the entrance and hang a sign on the 
door with a greeting such as “Please Come In” when the library is open. Always keep 
the library tidy and clean. Putting fresh flowers or potted plants on the librarian’s desk 
or on some of the tables is also a nice touch. Some libraries forbid people from talking, 
but this can prevent them from studying together or sharing what they have read. Instead 
of silence, try asking people to talk in a quiet voice that does not disturb other users. 
Encourage people to obey the library’s rules by using friendly reminders such as “using 
bookmarks makes books last longer” instead of negative statements such as “do not bend 
pages.” Some libraries write friendly reminders on paper bookmarks that they hand out to 
users. This is a nice way to get people to read and obey the rules. 

In addition to being helpful and friendly, you can also encourage people to visit and 
use the library by featuring information on topics of special interest to the community. 
You can identify these topics by keeping a list of frequently requested information, by 
following current events, by encouraging people to make suggestions and/or by attending 
meetings of different community groups. Select a few key issues to focus on and use 
some or all of the techniques listed below to make information on these topic more 
accessible to library users. You should also include local community information, as 
this is certain to be of interest. You can learn more about the techniques presented in the 
section by reading Community Information Services: A Manual and Resource Guide by 
Margaret Myers (see the bibliography). 

Preserving oral knowledge - local history, folklore and culture is of special interest 
to the community. One way the library can help to preserve local traditions and 
customs is by recording interviews with people who have particular skills or special 
knowledge about the community. When appropriate, you can also record stories and 
legends, festivals, music, ceremonies, dances and other important cultural events. These 
recordings could even be made into radio shows to give them a wider audience. Be sure 
to discuss which things should be recorded with the community and write the date, place, 
speaker, topic, event or other explanation on each recording. 
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Works by local authors - as with oral knowledge, writings by local authors may contain 
a lot of very valuable information of special interest to the community. These works 
can be professionally published or simply typed or hand-written. The authors can be by 
writers, poets, students, artists or other community members. Special care should be 
taken to preserve manuscripts that are irreplaceable. Some libraries collect all works 
by local authors (in this case “local” usually means the village, town or city where the 
library is located). Others are more selective. 

Repackaging or creating materials - there are many ways that you can summarise or 
simplify information to make it more accessible to library users. You can create posters, 
fact sheets, diagrams or bulleted lists to emphasise important facts, such as how to fight 
infant death from dehydration. You can also translate materials into local languages. 

This is particularly important in rural areas where people may only be literate in the 
local language and publications in these languages are scarce. You can create simple 
“how to” pamphlets on topics like fixing a bicycle tire or registering to vote. You could 
also transcribe materials recorded on cassette tapes or write notes about local music 
recordings. There are endless possibilities! 

News - people can gather at the library to listen to the news on the radio, read and discuss 
the newspaper, hear the latest news from the local taxi driver or merchant, and/or share 
news of their own. You can make it easier for people to follow the news on a particular 
topic (e.g. the World Cup playoffs) by creating a vertical file or display board (see 
below). 

Vertical file - you can collect materials such as pamphlets, brochures, newspaper 
clippings, magazine articles and information sheets on special topics of interest and store 
them in a vertical file or in subject boxes (you can find instructions for making both under 
Making the Shelf List below). Using a vertical file makes it easy for library users to 
check for new information on special topics. 

Display area - as mentioned under news, you can use a display board to inform people 
about events in the community, such as marriages, births, deaths, exam results and/or 
sports scores. You can also use it to display artwork, poems, stories, photos, suggestions, 
thank you notes for library volunteers, local handicrafts and other information. The 
United Nations distributes information you can use to make displays about International 
Women’s Day, World Health Day and their other special days. You can make a simple 
display board by attaching flour or grain sacks to the wall and pinning things to the cloth. 
Put a shelf near the display board for books and materials. 

Community or library newsletter - If you have the funds, producing a community 
newsletter with poems, drawings, puzzles and stories, as well as news, is a great way to 
encourage people to read, write and come to the library. You can also create a library 
newsletter that reports on programs, events, displays, contests and other activities going 
on at the library. Either kind of newsletter can contain articles by local authors or 
information about topics of interest to the community. 
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Discussion groups - you can hold lecture/discussions with local experts (such as the 
people included in the community information resource list you created in the section 
Does your Community Really Need a Library? above), or general discussions on topics of 
interest. 

Radio /TV broadcast schedule - you can create a schedule of educational radio and 
television broadcasts. If you have a radio or TV at the library, you can invite users to 
enjoy the programs there and hold a discussion afterwards. 

Resource list - keep a list of the services and information resources available in your 
community (see the section on creating a resource list in Does your Community Really Need 
a Library? above). You can use the Resource Guide at the back of this book as a model. 

Job information - put job postings from the newspapers into a file or post them on the 
display board. Request brochures and catalogues from training programs, schools and 
universities in your country. Also collect materials about distance learning (courses taken 
electronically or by mail). 

Browser box - sometimes people come into the library just because they are curious or 
want something interesting to read. They may have no particular subject or type of book 
in mind. These users may feel overwhelmed by the prospect of browsing the shelves or 
looking through the shelf list (see Organising the Materials below). To help them find 
a book they will enjoy, you can create a “browser box.” This is simply a wooden or 
cardboard box with one or more sections where you can put a selection of popular fiction, 
beginning readers, children’s books, information books or other materials for people to 
browse. You can change the books every few weeks to keep the selection interesting. 

Figure 5: Browser box 




You can also encourage people to use the library by having events, services and 
programs. These may be ongoing or one-time-only activities. Most of the suggestions 
below cost little or no money, but may take quite a bit of time (some could even be used 
to raise funds - see above). Try to get volunteers to help you. For example, an older 
person may enjoy reading to children once a week or teacher may be willing to help 
students start a book club. Do not feel that you should limit yourself to the possibilities 
listed below. They are merely a starting point to help you form ideas. 



35 



“Friends of the library” club - you could start a club for people who are interested in 
volunteering at the library, working on the newsletter, helping with fundraising or other 
projects. The club could be made up of students and/or adults. A friends of the library 
club is different from a library committee in that club members meet to plan events and 
activities, not to make decisions about managing the library. Members can work on 
a single project or volunteer regularly. You can organise an annual party to thank the 
friends of the library and honour people who have helped throughout the year. 

Inauguration ceremony - having a big party when the library first opens sends out 
the message that everyone is welcome. It is also a good opportunity to educate the 
community about how the library works. 

Suggestion box - keep a box or notebook for suggestions in a prominent place and 
encourage people to use it. This can provide you with new ideas while demonstrating to 
library users that their opinions are important. 

Essay/illustration contests - students who are not accustomed to reading and writing for 
pleasure may need a little coaxing before choosing to spend their free time at the library. 
Giving out prizes for the best essay, illustration or book report is a great way to motivate 
them. You can choose the book/topic or leave it up to them. Be sure to have different 
levels so that students from the lower grades don’t have to compete with more advanced 
students. If appropriate, give out prizes. 

Other awards - you can give out awards for reading the most books, learning the most 
new words, writing the best report or for helping the librarian. 

Story hours - reading a story out loud to a group of youngsters or adults can be a 
wonderful experience. With a little practice, you will find yourself putting more and 
more life into the characters. You can also ask other community members to take turns 
reading out loud or telling stories they know by heart. Try having a regular time and day 
for story reading - everyone enjoys a good story. 

Performances - you can have plays, puppet shows (puppets can be made from paper 
bags, cloth, socks, paper attached to rods, dolls and many other materials), poetry 
readings, skits, dances, music or other performances at the library. 

Games - you can keep board games, cards, traditional games and other types of games at 
the library. You can also hold “quiz shows” where teams compete against each other by 
answering questions on different topics. You can help students and community members 
learn to use the library by having a “quiz show” with library questions such as “where is a 
book’s title page?” or “which title comes first in the shelf list - More Cars or Better Fish ?” 

Literacy classes - the library can be a great place to hold literacy classes for adults who 
may not feel comfortable going to the school. Classes will bring new readers to the 
library where they can develop their s ki lls. 
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School assignments - teachers should take advantage of the resources in the library 
by giving their classes research assignments or suggesting readings that complement 
school topics. 

Book clubs - reading can be even more rewarding when you have a chance to discuss 
what you read with others. Organise a book club so that readers can share their reactions 
to books. 

Library partnerships - also called twinning, connect your library with a library in 
another country. This can provide great opportunities for cultural exchange. Displaying 
drawings, letters, art and other materials from your partner is a great way to get people to 
come to the library. 

Book box/mobile library - you may be able to extend services to distant areas by 
starting a book box or mobile library program. In a book box program, libraries lend 
a box of about 50 books to a distant community. The box is exchanged for a new one 
periodically. In a mobile library program, books are loaded onto a cart, van, truck, 
bicycle or other form of transportation and brought to distant areas on a regular basis. 

None of these activities, however, will do much to build community support for the 
library if people do not know about them. You will need to publicise the activities as 
widely as possible for them to be effective. You can do this by word of mouth, calling a 
meeting, sending notices or fliers to community groups and schools, putting up posters, 
asking the local radio station to make announcements, sending a brochure or press release 
to a local newspaper, publishing a library newsletter, sending notices to library users 
(expensive) and/or by other means available in your community. Be sure to include the 
date, time and location of the activities in all publicity. You may also wish to charge a 
fee for attending some of the more popular activities (see Raising Funds above). If so, 
be sure to tell people in advance. Keeping the community informed about the library’s 
activities is one of the most important ways to bring in new users and keep up the 
enthusiasm of regular users. 

Action steps: 

1 . Practice welcoming people to the library and showing them how to find materials. 

2. Practice helping people clarify what they want to know. 

3. Decorate the library. 

4. Identify some topics of special interest to the community. 

5. Choose some ways to highlight these topics from the first list above. 

6. Choose some programs, services or activities from the second list or design your own. 

7. Publicise the activities, including date, time, location and cost (if any) throughout the 
community. 

8. Have fun! 
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